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l. SEARCHING PROJECTS:
1. FACILITY WORKBENCH:
To search for a Project:

e Locate the CAMIS Building number in the Facility WorkBench.

Site Building Zane Description Active
_ [BsBoD [s51B5BI001 | [HURLEY BUILDING [v & .
BIEEE |551BSE2909 | [MCCORMALCK STATE OFFICE BUILDING [y
" |B=B03 551 ESEs00/ [STATE HOUSE [y Yiew SR...
BIEEE [111BsB0012 | [ADMINISTRATION BUILDING [y
[BSBO4 [111BsBO020 | [ALLAN HOUSE [y Create SR
BRI |s51BSBI0On | [LINDEMANN BUILDING [y Zol
: guipment...
|BSEO7 |s51BSEA003 | |LEVERET SALTONSTALL BUILDING [y
Bl [ \ | [ Motes
L | \ | [
[ [ | [ [ WO Backlog...
: I I } I E WO Histary...
Note: Highlight & copy CNTRL+C the Building number of your choice, i.e.
551BSB9004

2. PROJECT WORKBENCH:

e Go to the Project WorkBench screen, Folder view All Active Projects

e Click on the Yellow Question Mark or F7 to Query.

e Paste or CNTRL+V the CAMIS Building number into the Building Field.

B | o 55 | WSO

Eile Edit Query Atachments Window  Heln D

HE BRI QAHASHLE0 GFHw @ &%

FEiFaMIS Ti (camiscoor@

Falder | All Active Projects v| Edit
Start Date Site Equiprnent PR Mumber Building Pr. Manager Due Date Assigned To
W= [ [ [ [ [F51ESES00| [ [ =
gc | \ | \ | | | |
r | \ | \ | | | |

e Click on the Green Traffic Light or F8 to execute this query.
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PROJECT WORKBENCH:
Result: The active projects for this Building are listed.
Falder |AH Active Projects v| Edit
Requestar Pr Status Type Description Start Date Site Eguiprnent
I |PBSURVEY2000  [44[IDENTIFIED [PRIMARY [REPAIR SUBSYSTEM DISTRIBUTH-PAN [BsBO3 |551B5BI004-401 =
[ [PBSURVEY2000  [44[IDENTIFIED [PRIMARY [REPAIR SUBSYSTEM FLOORS-CIPCON| ETIE] |551B5RINN4-43
[]= | [42[IDENTIFIED [ACCESS-M:[ACCESS-MA: - STATE HOUSE [ [BsBE03 |551B5B9004NT
| [ [PBSURVEY2000 [42[DENTIFIED [LSC |LSC: STATE HOUSE [ [BsBE03 |551BS5B9004NT
BEN [ | | [ | |
o | [ ] | | \ | |
O [ | | [ | |
o | [ | | \ | |
o | [ | | \ | |
= | [ | | \ | |
o | [ | | [ | |
o | [ ] | | \ | |
| = | [ | | [ | |
o | [ | | \ | |
o | [ | | \ | |
= | [ | | \ | |
o | [ | | [ | |
o | [ ] | | \ | |
| [ | | [ | | >
4| | »
Yiew Reguest iew Plan | Add Reguest | Schedule | Wark Orders | Cost Summa | Reports ‘ Esport

e Select the Project you are searching for by clicking on it.
e Click on the View Plan button for more detail about the project, if necessary.
e Use the bar at the bottom of the Project WorkBench to scroll to the PR Number field.

[a|Froject Workhench -l XX
Falder |All Active Projects v| Edit...
Start Date Site Equiprment PR Mumber Building Pr. Manager Due Date Assigned To
[T JISTRIBUTR-PAN | |BSEO3 |551B5B9004-40! ANEENEE |551E5E900| | [ ]
[ LOORS-CIPCON| |BESB3 |551BSB9004-43:J000085055 |551B56900| | |
' [ HOUSE [ [ESB03 |551BSB3004INT [J000095E30 (55156900 [ [
| = [ [EE=NE |551BSES004INT (000094525 [551BSE500/ [ [
| |m | \ | \ | | | |
= | \ | \ | | | |
= | \ | \ | | | |
= | \ | \ | | | |
= | [ | [ | | | |
r | [ | [ | | | |
| |m | [ | [ | | | |
= | \ | \ | | | |
= | \ | \ | | | |
= | \ | \ | | | |
= | [ | [ | | | |
r | [ | [ | | | |
| |m | [ | [ | | | |
= | \ | \ | | | |
r | \ | \ | | | | >
4] | »
Yiew Reguest... “iew Plan... | Add Reguest... | Schedule | Work QOrders... | Cost Surnma... | Reports... ‘ Export

Note: The PR Number is your CAMIS Project Number, i.e. J0O00088049.

If the Project you are looking for is not listed, continue on to create a new project.
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1. CREATING PROJECTS:

1. PROJECT PLAN:

To create a Project without having to go through a formal project approval process:
e Go to the Project Plan Screen.

PR Number |"’ASSIGN’* ‘NEW ATHLETIC FACILITY BUILDING - FEC | Phases... |

Parent Project | ‘ J -
Billing
Capital Project | ‘ J
Requestor Location M
Reguestor | Site  |FSCO1 J Comments...
Telephone Building |304FSCPEDS J e
Alt. Requestor | Floor J
E-rmail...
Alt. Telephone Room J
Request Date  |MON SEP &, 2003 Zane Dates...
Equipment Audit...

General Information

Type |ADMIN - Project Manager |JREARDOM .| Proj Start Date
Priotity |43 J Due Date |THU MOY 17, 2005
Status [AcTVE | Est Start Date
Assigned To J Est Completion Date

e Tab from the Project Request Number field to AUTO **ASSIGN** the next
available Project Number.

e Type in the Project Description

e Select the Parent Project, if necessary

e Select the Capital Project, if known or necessary

Type in the Project Requestor, Telephone number and Alternate Requestor

information, if necessary

Tab to the Site field and select the appropriate site.

Tab to the Building field and select the appropriate building, if applicable.

Select the appropriate Floor and Room information, if applicable.

Tab to the Equipment Field and select the appropriate Equipment Record or

Building System from the Dropdown list or Press F9 for list of values, if applicable.

Tab to the Type Field and select the appropriate Project Type.

Tab to the Priority Field and select the appropriate Project Priority.

Tab to the Status Field and select the appropriate status, i.e. ACTIVE.

Tab to the Assigned to field and select if necessary.

Tab to the Project Manager field and select a Project Manager, if applicable.

Tab to the Due Date field and type in the Due Date, i.e. 11/17/05.

Click on the Billing Button.
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2. PROJECT PLAN SCREEN - BILLING:

Billing Method Options

" Actuals Markup Code  |MONE -
C Estimate

@ Na Charge " Encumber Estimate

Accounts

Account Percent
| |
| 5|

| 3 5

Ok | Clear Account | Cancel ‘

.............

|+

If you have no particular account to bill this project to:
e Select No Charge, and click OK

Note: Unless specifically designated — No Charge will always be used since there is
no current interface between MMARS and CAMIS.

Specific accounts can be designated — Ask CAMIS Staff for guidelines.
e Click on the Phases Button

3. PROJECT PLAN - PHASE SUMMARY

Phase Description WO Number  Status Crew Start Date

| \ \
| \ \
= ;
- - :
| \ \
| \ \
| \ \
| \ \

e Click on the Add Button to add a phase.
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4. PROJECT PLAN SCREEN - PHASE:

Phase ho. ‘1 |CONSTRUCT MEW RECREATION CENTER BUILDING - FSC oK
General Information Cancel
Status |[OPEN . Phase Type Ubrary...
Start / Duration MI— Print Ticket [«
Due Date [THUNOV 17,205 brimany Labor N
Method [cONTRACT || Parts
COutage Class J Crew J Tools...
WO Mumber [ZASSIGN= CP Budget Cods | | os
Reqguested Start Date ’m Craft ’7 J
Requested Compl. Date  [SAT SEP 17, 2005 Crew Size ’_
Permit Required Est Hours Eilling...
Task List E-mail
COMSTRUCT NEW BUILDING =] Dates
PFrint...

Type the phase description

Tab to the Status field and select the status, i.e. OPEN

Tab to the Start field and type the start date, i.e. 9/17/03

Tab to the Due Date field and type the due date, i.e. 11/17/05

Tab to the Method field and select the appropriate method, if necessary
Tab to the Requested Start Date and type in the appropriate date.

Tab to the Requested Completion Date and type in the appropriate date
Click in the Permit Required field, if necessary

Tab to Phase Type — Default is PLANNED

Tab to Crew, Craft, Crew Size and Est Hours — fill in as necessary
Tab to Task List — Enter in Tasks as necessary, i.e. Construct New Building.

Note: You can associate any additional detailed information as necessary or

available by clicking on the Library, Labor, Parts, Tools, or P.O.s Buttons.
Fill in as necessary.

To proceed:

Click on the Estimate Button
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5. PROJECT PLAN SCREEN - ESTIMATES:

— Phase Work Esti — Detailed
Estirnate harkup Total

Primary Labor | o i) 00 DE Mumber

Supporting Labar | oo ‘ 0o | 0o Hours

Labor | 0| 00| m Labor

Iaterial | ‘ | .00 Ilaterial

Invoice | 9289217 58 | m| 92982175 Invoice

Equipment Equipment

Contingency Tt ’7

Total Est. | 928921755 o 928821758

Detailed Estimate...

e Click in the Invoice field and type in the Total Estimated Cost for that Phase, and
click on the OK Button.

Result: This brings you back to the Phase Screen.

e Click on the OK Button



